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FOREWORD 

The  Office  of  Nonacademlc  Personnel  came  Into  being  in  January  19^5.  Prior 
to  the  appointment  of  itB  Director,  and  in  fact  for  some  time  past,  a  special 
study  committee  had  been  thinking,  planning,  and  preparing  preliminary  material 
leading  to  the  activation  of  the  new  office.  This  committee,  made  up  of  Comp- 
troller Lloyd  Morey,  Chairman,  together  with  Bursar  C.  A.  Weber,  Director  of 
Physical  Plant  C.  S.  Havens,  and  Professor  Russell  Sullivan,  with  staff  assistance 
from  Dr.  Arlyn  C.  Marks,  was  able  to  provide  the  new  director  with  two  most  help- 
ful documents  which  were  later  approved  by  the  President  and  the  Board  of  Trustees 
of  the  University.  The  first  was  an  early  draft  of  what  was  eventually  to  become 
the  Policy  and  Rules.  The  work  of  the  committee  on  this  policy  was  invaluable 
and  the  results  of  their  careful  preparation  have  been  evident  in  the  years  that 
have  followed. 

Also  was  provided  a  statement  "Duties  and  Responsibilities  of  the  Director 
of  Nonacademlc  Personnel"  of  which  the  first  sentence  was  "To  be  responsible  for 
the  efficient  operation  of  the  nonacademlc  personnel  program  and  the  University 
Civil  Service  System  and  report  directly  to  the  President  of  the  University." 
This  was  followed  by  a  list  of  fourteen  major  duties  and  responsibilities. 

Now,  fifteen  years  later  at  a  time  when  the  personnel  program  with  the 
university  as  a  whole  is  moving  into  a  period  of  rapid  and  extensive  expansion, 
it  seems  appropriate  to  review  this  statement  and  comment  briefly  on  the  results 
attained  under  the  assignment  of  duties  and  responsibilities  which  the  Director 
accepted  when  he  first  came  on  duty. 

The  University  Civil  Service  System  of  Illinois  came  into  being  by  legisla- 
tive act  in  1951*  and  the  Director  of  the  Office  of  Nonacademlc  Personnel  has 
been  at  the  same  time  Director  of  that  System.  The  System  grew  out  of  the  de- 
sire on  the  part  of  the  other  state  institutions  of  higher  education  to  avail 
themselves  of  the  general  flexibility  and  breadth  of  personnel  activity  already 
in  effect  at  the  University  of  Illinois.  While  the  System  operates  under  the 
Merit  Board  rather  than  the  University  of  Illinois  Board  of  Trustees,  it  may 
be  said  to  be  part  of  the  total  personnel  program.  It  is  impossible  to  com- 
pletely separate  the  University's  personnel  program  and  that  of  the  System. 
Inasmuch  as  the  Director  is  the  Director  not  only  of  the  University  of  Illinois 
Office  of  Nonacademic  Personnel  but  also  of  the  University  Civil  Service  System 
of  Illinois,  and  since  one  aspect  of  his  job  merges  almost  imperceptibly  into 
the  other,  the  comments  which  follow  will  at  times  include  both  aspects  of 
these  operations  in  discussing  and  evaluating  the  changes  since  19^5. 


DONALD  E.  DICKASON,  DJRECTOR 
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DUTIES  AND  RESPONSIBILITIES  OF  DIRECTOR  OF  NON-ACADEMIC  PERSONNEL 


To  be  responsible  for  the  efficient  operation  of  the  non- 
academic  personnel  program  and  University  Civil  Service  System  and 
report  directly  to  the  President  of  the  University. 

The  major  duties  and  responsibilities  are: 

1.  To  be  responsible  for  securing  qualified  applicants  for  all  full- 
time  and  part-time  non-academic  positions  as  candidates  for 
employment. 

2.  To  be  responsible  for  the  preparation  and  administration  of  examina- 
tions and  maintenance  of  eligible  registers. 

3.  With  the  advice  and  cooperation  of  departments  concerned,  to  direct 
a  program  of  job  analysis,  classification  and  evaluation,  and 
allocate  positions  to  such,  classifications, 

4.  With  the  assistance  of  administrative  officers  and  department  heads, 
to  be  responsible  for  devising  a  merit  rating  plan  through  which 
periodical  reports  on  the  work  of  employees  shall  be  secured  from 
all  employing  departments.   Further,  with  the  same  assistance  and 
the  information  contained  in  the  merit  rating  reports,  to  be 
responsible  for  determining  the  starting  salary  at  which  employment 
shall  begin  within  the  applicable  classification  and  within  the 
budget  provision  for  the  position,  and  to  pass  on  all  proposals  for 
salary  increases,  advancement,  promotion  or  transfer, 

5.  To  receive  all  proposals  concerning  wages,  hours  or  conditions  of- 
work,  from  organizations  or  others  representing  employee  groups  and 
to  negotiate  with  these  representatives  concerning  such  proposals 
and  to  reach  an  understanding  on  behalf  of  the  University  --  to  be 
guided  in  his  decisions  by  the  policy  of  the  University  for  non- 
academic  personnel  and  by  such  advice  and  data  from  departments  as 
is  needed, 

6.  To  act  as  the  University's  representative  in  the  final  steps  of 
the  University's  grievance  procedure  and  to  advise  staff  members  in 
such  matters, 

7.  To  be  responsible  for  developing  training  programs  for  employees 
including  particularly  a  stenographic  and  clerical  pool  from  which 
transfers  can  be  made  to  vacant  positions  in  departments. 

8.  To  be  responsible  for  conducting  a  non-academic  safety  and  health 
program  and  to  serve  as  Secretary  of  the  University  Committee  on 
Accident  Compensation  for  Employees. 

9.  To  study  a  plan  for  an  employee  suggestion  system  and  operate  the 
same  if  established. 


10.  To  stimulate  interest  in  a  recreation  program  for  non-academic 
employees. 

11.  To  be  responsible  for  preparation  and  distribution  of  an  employee 
information  manual. 

12.  To  conduct  research  in  the  entire  personnel  field  and  attend  such 
personnel  meetings  as  the  President  deems  advisable  for  the  good 
of  the  University's  Non-Academic  Personnel  Program. 

13.  To  serve  as  chairman  and  executive  officer  of  the  Non-Academic 
Personnel  Advisory  Committee  (replacing  the  present  University 
Civil  Service  Committee). 

14.  To  submit  to  the  Non-Academic  Personnel  Advisory  Committee  for 
consideration  and  advice,  matters  relating  to  proposed  changes 
in  general  policies  of  non-academic  personnel  administration  or 
in  Civil  Service  rules.   To  prepare  and  transmit  to  the  President 
for  presentation  to  the  Board  matters  requiring  consideration  by 
that  body. 


January  15,  1945 


I.     To  be  responsible  for  securing  qualified  applicants  for  all   full-time 
and  part-time  non-academic  positions  as  candidates  for  employment. 

In  19U5,   there  were  two  campuses  -  Urbana  and  Chicago  Professional. 
The   staff  at  Urbana  totaled  1,335   and  Chicago,   960.     Now,  with  three 
campuses,   plus  the  Division  of  Services  for  Crippled  Children,  the 
totals  are  as  follows: 

Urbana  Campus  3,223 

Chicago  Professional  Colleges  Campus  1,950 

Chicago  Undergraduate  Division  Campus  22U 

Division  of  Services  for  Crippled  Children  106 

TOTAL  5,503 

For  the  past  fifteen  years,  our  placement  staff  has  interviewed  157,871 
and  employed  27,526.  In  this  work  we  have  operated  under  certain  assump- 
tions: 

A.  Every  applicant  received  at  least  a  brief  interview  whether  or  not  there 
is  the  possibility  of  his  being  useful  to  the  University.  This  is  be- 
cause of  the  obvious  public  relations  aspect  since  many  of  these  people 
have  their  only  and  single  contact  with  the  University  at  the  time  of 
job  application. 

B.  That  we  have  a  responsibility: 

1.  To  improve  the  quality  of  the  present  staff. 

2.  To  place  applicants  in  areas  where  their  skills  will  be  most 
effective. 

3.  To  use  the  highest  skills,  hence  to  provide  opportunities  for  pro- 
motion when  eligible. 

I4.  To  keep  the  University  fully  staffed  at  all  times. 

In  19U5?  four  out  of  every  five  applicants  had  to  be  employed  regardless 
of  their  qualifications.  In  I960,  11.1$  of  applicants  have  been  employed, 
thus  indicating  a  far  wider  choice  and  back  of  that  a  growth  in  attractive- 
ness of  University  employment  based  partly  on  improved  recruiting. 

The  total  number  of  applicants  interviewed  by  our  University  placement  office 
last  year  in  Chicago,  Urbana,  and  Springfield  was  15,093  and  total  placements 
were  1,668.  These  figures  represent  a  serious  overload  and  it  is  highly 
important  that  further  staff  assistance  be  given  in  this  area  if  suitable 
service  is  to  be  provided  both  to  employing  departments  and  to  the  numerous 
applicants. 


COMPARISON  OF  GROWTH  IN  SIZE  OF 
NONACADEMIC  STAFF  BY  CAMPUS 
1945-46  to  1959-60 
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GROWTH  AND  COMPARISON  OF 


ACADEMIC 
AND 

AND  NONACADEMIC  STAFFS 
STUDENT  ENROLLMENT 

Year 
1940-Ul 

Nonacademic 
Staff 

Per  Cent 
Change  Over 
Total         Last  Year 
1,257 

Student 
Enrollment 

Per  Cent 
Change  Over 
Total           Last  Year 

14,134 

Academic 
Staff 

Per  Cent*** 
Change  Over 
Total***     Last  Year 
1,648 

Ratio  of 
Nonacademic 
Staff  to  Student 

One 

To 

11.2 

1941-42 

1,1*93 

18.8 

13,060 

-7.6 

1,670 

1.3 

8.7 

191*2-43 

1,700 

13.9 

11,1*95 

-12.0 

1,559 

-6.6 

6.8 

191*3.1*1* 

1,959 

15.2 

16,029**** 

39.4 

1,471 

-5.6 

8.1 

19144.1*5 

1,628 

-16.9 

16,203**** 

1.1 

1,263 

-14.1 

9.9 

191*5.1*6 

2,365* 

1*5.3 

23,224**** 

43.3 

1,576* 

24.8 

9.8 

191*6-47 

3,151 

33.2 

28,553 

22.9 

2,383 

51.2 

9.0 

191*7-1*8 

3,744 

18.8 

29,944 

4.9 

2,968 

24.5 

7.9 

191*8.1*9 

4,211 

12.5 

28,929 

-3.6 

3,661** 

23.3 

6.8 

191*9-50 

k,26k 

1.3 

28,592 

-1.2 

3,861 

5.5 

6.7 

1950-51 

4,272 

.2 

24,394 

-14.7 

4,077 

5.6 

5.7 

1951-52 

4,387 

2.7 

22,044 

-9.6 

3,961 

2.8 

5.0 

1952-53 

4,436 

1.1 

22,896 

3.9 

4,080 

3.0 

5.1 

1953-54 

4,578 

3.2 

23,231 

1.5 

4,101 

.5 

5.0 

1954-55 

4,721 

3.1 

24,375 

4.9 

4,391 

7.1 

5.1 

1955-56 

4,730 

-.2 

26,671 

9.4 

4,536 

3.3 

5.6 

1956-57 

4,906 

3.8 

27,632 

9.6 

4,572 

.9 

5.6 

1957-58 

5,146 

U.l 

27,317 

-1.1 

4,635 

1.4 

5.3 

1958-59 

5,279 

2.6 

29,003 

6.2 

4,714 

1.7 

5.5 

1959-60 

5,503 

k.2 

30,282 

4.4 

4,805 

1.9 

5.5 

*   Chicago  and  Galesburg  Undergraduate  Divisions  added  to  University 

**  Farm  and  Home  Advisors  included  from  1948-49  on 

***  Corrected 

****Included  Service  Curriculum 


15 
Annual  Report  1959-60 


YEAR 

19U6-V7 

I9U7-U8 

1948-U9 
19U9-50 

1950-51 
1951-52 
1952-53 
1953-54 
1954-55 
1955-56 
1956-57 
1957-58 
1958-59 
1959-60 


CHICAGO  UNDERGRADUATE  DIVISION 
COMPARISON  OF  GROWTH  IN  SIZE  OF  NONACADEMIC  STAFF 


RATIO 

OF 

NONACADEMIC  STAFF 

STUDENT 

NONACADEMIC 

TO 

STUDENT  ENROLLMENT 

ENROLLMENT 

STAFF  -  TOTAL 
252 

ONE  TO: 

3846 

15.3 

4547 

303 

15.0 

4174 

279 

15.0 

3912 

279 

14.0 

3461 

269 

12.9 

3363 

275 

12.2 

3731 

259 

14.4 

3824 

257 

14.9 

3758 

240 

15.7 

4310 

233 

18.5 

4135 

227 

18.2 

3679 

243 

15.1 

3852 

229 

16.8 

4067 

235 

17.3 
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STUDY  OF  GROWTH  OF  NONACADEMIC  STAFF  I9I+O-I96O 


Total 
191+0-1+1 

Total 
1959-60 

Gross 
Increase 

Less 
Increase 
in  Trust: 
Rev.  &  Res. 

Increase 

Net 
Budget 

Clerical  and  Supervisory       ] 
Staff,  Academic  Depts.          ] 

Clerical  and  Supervisory- 
Staff,  Administrative 
Offices                                       ] 

1        363 

1060 
818 

1515 

163 
11+9 

1203 

Field,   Lab.  and  Stores 
and  Other  Non-clerical 
Academic  Depts. 

192 

1097 

905 

250 

655 

Housing,   Food  Service 
Union  Bldg.   Operations 

121+ 

1+14 

290 

290 

... 

Physical  Plant 

562 
121+1 

1381 
1+770 

819 
3529 

852 

819 
2677 

Added  since  191+0-1+1  and 
not  included  in  ahove 
figures : 


R  &  E  Hospital  -  Nursing, 
Technical  &  Service 
Operations 

TOTAL 

Total  Nonacademic  Staff 
Total  Nonacademic  Staff 
Total  Increase  (1959-60) 


733 

733 

733 

121+1          5503 

1+262 

852 

3410 

1959-60 
1940-41 
over  191+0-1+1 

5503 
121+1 

1+262 

Less  increase  paid  "by  research 
grants,  trusts,  and  revolving 
funds 


852 


Net  increase  paid  from 
legislative  funds 


3410 
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EDUCATIONAL  QUALIFICATIONS  07  THOSE  EMPLOYED 


Average 
Education  Completed   19^8-58 

Less  than  High  School 

Graduation        2U.9 


High  School 
Some  College 
College  Degree 


35.5 
2U.2 

15.  ^ 


Present  Staff 

Newly  Employed 

Average 
1958-59 

1959-60 

Average 
1958-59 

Average 
1959-60 

2M 

27.3 

12.7$ 

lU.9 

32.9$ 

33.6 

U0.0# 

ko.3 

2U.3# 

25.6 

31.1$ 

29.^ 

1U.8 

13-5 

l6.2<f> 

15.k 

PRESENT     STAFF 


NEWLY     EMPLOYED 


£-—)  less  than  high  school 
f?X  high  school 


some   college 
college    degree  (       ] 
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AGE  GROUPS  OF  NEW  EMPLOYEES 


Division 


Urbana-Champaign 


Chicago  Professional 


Chicago  Undergraduate 


Division  of  Services 
for  Crippled  Children 


UNIVERSITY  TOTAL 


Year 

18-30 

31-U0 

M-55 

56  &  Over 

1957-58 

Id.k 

13.* 

lA 

.3 

1958-59 

7k.  8 

15.6 

8.7 

•  9 

1959-60 

75.7 

13.9 

8.9 

1.5 

1957-58 

68.U 

18.7 

11.1 

1.8 

1958-59 

67.7 

19.5 

12.2 

.6 

1959-60 

Gk.9 

21.9 

11.7 

1.5 

1957-58 

55.^ 

23.2 

21.1+ 

- 

1958-59 

74.1* 

18.6 

7.0 

- 

1959-60 

5U.i 

31.3 

11.8 

2.3 

1957-58 

5^.5 

27.3 

18.2 

- 

1958-59 

70.6 

11.8 

17.6 

- 

1959-60 

63.7 

13.6 

22.7 

- 

1957-58 

72.9 

16.2 

9.6 

1.3 

1958-59 

70.0 

16.6 

9.7 

.7 

1959-60 

67.5 

17.0 

11.3 

If. 2 

2b 


NUMBER  PI1  PROMOTIONS 


Division 

Urb  ana— Champaign 

Chicago  Professional 

Chicago  Undergraduate 

Division  of  Services 
for  Crippled  Children 


1951 
-52 

1952 
-53 

1953 
-54 

1954 
-55 

1955 
-56 

1956 
-57 

1957 
-58 

1958 
-59 

1959 
-60 

202 

163 

124 

97 

128 

85 

110 

154 

164 

150 

104 

153 

148 

99 

73 

52 

70 

80 

21 

11 

13 

7 

8 

20 

6 

10 

2 

UNIVERSITY  TOTAL 


378 


286 


296 


260 


243 


185 


173   238 


246 


PERCENTAGE  OF  TOTAL  STAFF  RECEIVING  PROMOTIONS 


Division 

1951 
-52 

i 

1952 
-53 
$ 

1953 
-54 

1954 
-55 

% 

1955 
-56 

1956 
-57 

1957 
-58 

1958 
-59 
* 

1959 
-60 

Urbana-Champaign 

7.8 

6.1 

4.8 

3.7 

4.9 

3.1 

3.9 

5.1 

5.1 

Chicago  Professional 

10.7 

7.4 

9.4 

8.5 

5.5 

4.0 

2.7 

3.7 

4.1 

Chicago  Undergraduate 

7.6 

4.2 

9.8 

2.7 

3.4 

8.6 

2:5 

4.1 

.9 

Division  of  Services 
for  Crippled  Children 

4.1 

6.7 

5.1 

6.0 

4.2 

6.0 

4.4 

3.6 

^M 

UNIVERSITY  TOTAL 


8.6 


6.5 


6.5 


5,5 


5.1 


3.9    3.4    4.5    4.5 


PERCENTAGE  OF  PROMOTIONS  TO  NEW  EMPLOYMENT 


University  Total 


25 


19/46-47 
1947-i+8 
1948-49 
192+9-50 

1950-51 
1951-52 
1952-53 
1953-5^ 
195^55 
1955-56 
1956-57 
1957-58 
1958-59 
1959-60 


NEW  EMPLOYMENT 

NUMBER  OP  PROMOTIONS 

PERCENT 

2193 

198 

9.0 

2915 

330 

11.3 

2299 

324 

14.0 

1626 

225 

13.8 

2049 

339 

16.5 

2218 

378 

17.0 

2288 

286 

12.5 

2022 

296 

14.6 

1704 

260 

15.2 

16^4 

243 

1^.7 

1855 

185 

10.0 

1666 

173 

10.4 

1389 

238 

17.1 

1668 

246 

1^.7 

AVERAGE  AGE  OF  PRESENT  EMPLOYEES 
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Division 

1950 
-51 

1951 
-52 

1952 
-53 

1953 
-5* 

195J+ 
-55 

1955 
-56 

1956 

-57 

1957 
-58 

1958 
-59 

195' 

-6< 

Urbana -C  hampa  ign 

3^ 

3^ 

35 

35 

37 

37 

36 

35 

37 

36 

Chicago  Professional 

3* 

3^ 

3* 

3h 

35 

ko 

38 

36 

36 

38 

Chicago  Undergraduate 

36 

37 

38 

ko 

ko 

kl 

U2 

k2 

^3 

k3 

UNIVERSITY  TOTAL 


35 


35 


35    35 


38 


39 


38 


38 


38 


39 


LENGTH  OF   SERVICE  OF  PRESENT  STAFF 
1959-1960 


.Division 

Pe: 

rcentage 

Pe: 

rcentage 

Percentage 

Percentage 

Urbana- Champai  gn 

55M 

15.536 

22.6£ 

6.556 

Chicago  Professional 

61.156 

20.256 

13.756 

5.056 

Chicago  Undergraduate 

3^.956 

28.156 

35.356 

1.756 

Division  of   Services 
for  Crippled   Children  ^.35*. 


23.656 


30.256 


1.956 


UNIVERSITY  TOTAL 


56.^ 


17  J 


20.256 


5.655 
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AVERAGE  MONTHLY  TURNOVER 


Division 


Urbana- Champaign 

Chicago  Professional   3.8 

Chicago  Undergraduate  3.0 

Division  of  Services 
for  Crippled  Children  2.3 


1951 
-52 
* 

1952 
-53 
* 

1953 
-54 

* 

1954 
-55 
* 

1955 
-56 

1956 
-57 

1957 
-58 
* 

1958 
-59 

1959 
-60 

* 

2.9 

3.0 

2.7 

1.3 

2.4 

2.5 

2.5 

1.83 

1.83 

3.8 

4.0 

3.7 

3.5 

4.3 

3.7 

3.1 

2.0 

2.59 

3.0 

3.5 

3.0 

2.7 

2.8 

2.5 

1.6 

2.47 

2.11 

2.0 


2.6 


1.3 


2.5 


2.6 


2.3   1.7 


2.12 


UNIVERSITY  AVERAGE 


3.2 


3.4 


3.1 


2.8 


2.8 


3.0 


2.2       1.94 


2.13 


PERCENTAGE  OF  TOTAL   TERMINATIONS  AS  RELATED  TO  LENGTH  OF   SERVICE 


NUMBER  AND  PERCENT 

1-6  Months 
1958   1959 
-59    -60 

6-12  months 
1958    1959 
-59     -60 

1-5  years 
1958     1959 
-59     -60 

over 
1958 

-59 

5  years 

1959 
-60 

Urbana 

153    167 
(22.  9*)  (23. 6*) 

158    155 
(23.7*)  (21.9*) 

299 
(44.8*) 

301 
(42.55b) 

57 
(8.6*) 

85 
(12.0*) 

Professional 

109    170 
(23.1*) (28.5*) 

102      76 
(21.2*)  (12.7*) 

208 
(44.7*) 

266 
(44.6*) 

52 

(11. 0*) 

85 
(14.2*) 

Undergraduate 

19     28 
(28*)  (44.456) 

9      11 
(13.2*)  (17.5*) 

34 
(50*) 

13 
(20.6*) 

6 
(8.8*) 

11 
(17.5*) 

UNIVERSITY  TOTAL  281    365 

(23. 3*) (26. 7*) 

269     242 
(22.3*)  (17.7*) 

541 
(44.9*) 

580 
(42.4*) 

115 

(9.5*) 

181 
(13.2*) 
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PERCENTAGE    OF  TOTAL  TERMINATIONS    AS    RELATED    TO    LENGTH    OF  SERVICE 

1959  -  I960 


UNIVERSITY    TOTAL 


URBAN A 


o 


-6  months 


6-12  months 


PROFESSIONAL 


UNDERGRADUATE 


I  -  5  years' 


over  5  years^ 
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1959        -  1960 
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ATTITUDE  SURVEY  AND  MORALE  STUDY 
OF  EMPLOYEES  LEAVING  THE  UNIVERSITY 


1958-59  1959-60 

1.  What  is  your  reason  for  leaving? 

1.2$  Not  satisfied  with  conditions  at  the  University  2.6$ 

13.1$  Better  job,  more  pay  elsewhere  15 « 2$ 

30. 8$  Leaving  community  for  other  than  job  reasons  29.8$ 

32.8$  Personal  reasons  not  job  related  33 «2$ 

22.1$  Others  19.2$ 

2.  Did  you  find  your  work  interesting? 

90.6$  Yes  91.^$ 

9M°  No  8.6 


r^ 


3.   In  your  opinion,  how  does  the  University  treat  its  employees  in 
comparison  with  other  places  where  you  have  worked? 

61.2$  About  the  same  61.7 

8.1$  Others  were  better  10.0$ 

30.7$  Best  of  all  2"HT3$ 

h.     How  do  you  feel  that  your  pay  at  the  University  compared  with 
your  pay  at  other  places  where  your  work  was  about  the  same  as 
to  importance  or  difficulty? 

U6.3$  About  the  same  U8.5$ 

33 •  5$  Lower  than  most  30.7': 

20.2$  Higher  than  most  20.8$ 

5.  How  important  did  you  feel  your  job  to  be  in  relationship  to 
the  total  University  program  of  teaching,  research  and  exten- 
sion service? 

10.0$  Not  important  10.2$ 

53 • 7$  Fairly  important  52.6$ 

36.3$  Very  important  37.0]- 


6.  Hov  was  the  job  you  were  doing  regarded:  33 
By  people  outside  the  University? 

31.5$  Important  2J.8$ 

55.7$  Of  some  significance  56.7$ 

12.8$  Not  important  15*5$ 

By  other  employees? 

34.9$  Important  33 » 7$ 

53.9$  Of  some  significance  53.9$ 

11.2$  Not  important  gPffi 

7.  What  kind  of  group  spirit  or  morale  was  there  in  your  department? 

36.9$  Very  good  37 .4$ 

3577$  Good  31. 4$ 

20T5$  Fair  18.5$ 

3.5$  Poor  8.4$ 

"T75$  Very  poor  4.3$ 


j 


8.  Do  you  feel  that  you  received  proper  training  and  instruction 
from  your  supervisor? 

79.3$  All  that  I  needed  77. 3$ 

13.3$  Not  as  much  as  I  would  have  liked  13 . 7$ 

7.4$  Practically  no  instruction  9.0$ 

9.  Did  you  feel  that  you  would  get  credit  for  good  ideas  and 
suggestions? 

53.3$  I  would  be  sure  to  get  credit  53. 4$ 

35-9$  I  might  get  credit  33.8$ 

1.5$  Never  got  credit  2.1$ 

9.3$  Nobody  paid  any  attention  to  the  ideas  10.7$ 

10.  When  difficult  problems  came  up  in  your  work,  or  when  things  went 
wrong,  how  free  did  you  feel  about  asking  questions? 

75.5$  Completely  free  75.7$ 

18.0$  Reasonably  free  16.3$ 

4.3$  Supervisor  was  hard  to  approach                            5«8$ 

2.2$  Not  free  at  all  2.2$ 

11.  In   order  to  keep  up  with  your  work  in  your  recent  position,  did 
you: 

69.0$  Have  a  reasonably  even  balanced  between  time  available  and  71.4$ 

duties  assigned? 

12  ♦  4$  Have  free  time  beyond  that  required  by  these  assigned  duties?  10.4$ 

18.6$  Have  to  work  under  pressure  practically  all  the  time?  l8.2$ 


12.  What  is  your  opinion  of  the  University's  general  working 
conditions? 

72.8$  Good  7^.3$ 

22.9$  Fair  21.7$ 

33$  Poor  4.0$ 
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PERCENTAGE    COMPARISON  OF  TURNOVER  IN  EMPLOYEE  GROUPS 
1959      -       I960 
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University  Total 


Supervisory  8 
Administrative 


Stores   8» 
Laboratory 

Physical  Plant 
Agriculture 


^Office  & 
Clerical 


51 


Food  Service 


&%3  Nursin9 


Urbane 


Professional  Colleges    Undergraduate  Division 
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II.     To  be  responsible  for  the  preparation  and  administration  of  examinations 
and  maintenance  of  eligible  registers. 

In  19U5>  there  was  no  examination  program  except  a  small  one  initiated  in 
19iil  under  the  University  of  Illinois  Civil  Service  program  and  dropped 
almost  at  once  because  of  the  war.     Beginning  in  1951*  under  the  guidance 
of  the  University  Civil  Service  System  staff,  but  with  much  work  on  the  part 
of  University  staff  members,  up  to  date  examinations  now  exist  for  every 
classification  of  employment  and  active  registers  are  maintained  in  all 
categories.     During  the  past  year,  U>838  examinations  were  given  for  original 
entry,   203  for  promotion,   and  3»68U  were  passed.     It  is  worth  noting  that 
with  the  return  of  the  examination  program  our  losses  due  to  failure  to  com- 
plete the  probation  period  were  cut  almost  in  half,   a  pointed  indication  of 
the  value  of  written  tests  in  screening  our  candidates. 
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ORIGINAL  ENTRY  EXAMINATIONS  GIVEN  AND  RESULTS  FOR  1958-59,    1959-60 


EXAMINATIONS  GIVEN 


PASSED 


FAILED 


Urbana 

1959-59 

2233 

1512  (67.7#) 

721  (32.356) 

1959-60 

3082 

2362  (76.7$) 

720  (23.356) 

Professional  Colleges 

1958-59 

986 

550  (55.856) 

I+36  (¥+.256) 

1959-60 

1386 

931  (67.2$) 

455  (32.856) 

Undergraduate  Division 

1958-59 

208 

103  (49.556) 

105  (50.556) 

1959-60 

281+ 

176  (61.956) 

108  (38.1$) 

Division  of  Services 
for  Crippled  Children 

1958-59 

h3 

27  (62.8$) 

16  (37.256) 

1959-60 

86 

59  (68.656) 

27  (31.456) 

TOTAL 

1958-59 
1959-60 

3^70 
1+838 

2192  (63.256) 
3528  (72.9) 

1278  (36.8$) 
1310  (27.156) 

Total  Number  Examined 
1958-59  3646 

1959-60  5041 


Total  Number  Passed 

2335 
3681+ 


1+1 


ORIGINAL   ENTRY    EXAMINATIONS   GIVEN    AND    RESULTS 

for 
195  9     -     1960 


Urbana 


Undergraduate 


University 
Total 


passed 


Professional 


DSCC 


failed 


U3 


PROMOTIONAL  EXAMINATIONS  GIVEN  AND  RESULTS  FOE 
1958-59  and  1959-60 


EXAMINATIONS  GIVEN         PASSED  FAILED 


Urbana 

1958-59 

139 

117  (84.20) 

22  (15.80) 

1959-60 

154 

118  (76.6%) 

36  (23.40) 

Professional  Colleges 

1958-59 

28 

20  (71.40) 

8  (28.60) 

1959-60 

1*3 

33  (76.7*) 

10  (23.30) 

Undergraduate  Division 

1958-59 

8 

5  (62.50) 

3  (37.50) 

1959-60 

3 

3  (100.00) 

0  (00) 

Division  of  Services 
for  Crippled  Children 

1958-59 

1 

1(100.00) 

0  (00) 

1959-60 

3 

2  (66.70) 

1  (33.30) 

TOTAL 

1958-59 

176 

143  (81.20) 

32  (18.80) 

1959-60 

203 

156  (76.80) 

47  (23.20) 

h5 

III.  With  the  advice  and  cooperation  of  departments  concerned,  to  direct  a 
program  of  job  analysis,  classification  and  evaluation,  and  allocate 
positions  to  such  classifications. 

Following  the  end  of  World  War  II,  work  was  begun  on  job  analysis  and  the 
resulting  position  classifications  and  evaluations.  All  positions  are 
classified  following  job  analyses  and  accompanied  by  job  evaluations.  This 
is  a  continuing  process  since  the  University  structure  changes  rapidly  with 
resulting  changes  in  staff  assignments  and  duties.  Keeping  up  with  current 
needs  in  this  field  involves  for  all  practical  purposes  the  full  time  services 
of  one  person  in  Urbana  and  should  involve,  but  not  now  available,  a  full  time 
specialist  at  the  Chicago  Professional  Colleges.  In  spite  of  the  fact  that 
the  Urbana  position  was  vacant  for  almost  one  half  of  the  past  year,  there 
were  still  326  position  studies  which  resulted  in  202  classification  changes. 

Job  analysis  and  classification  is  the  very  fundamental  of  a  consistent 
compensation  program.  This  program  is  handled  at  each  campus  of  the  Uni- 
versity and  the  University  Civil  Service  System  at  the  local  level,  but  is 
subject  to  review  by  the  Civil  Service  staff  in  order  to  provide  statewide 
consistency.  Because  of  the  implications  of  cost,  competition,  and  employee 
satisfaction  an  internally  consistent  and  externally  competitive  pay  schedule 
is  of  vital  importance,  and  provision  for  revisions  as  changes  take  place  is 
absolutely  necessary. 


H6 


IV.     With  the   assistance  of  administrative  officers   and  department  heads,   to  be 
responsible  for  devising  a  merit  rating  plan  through  which  periodical  re- 
ports on   the  work  of  employees   shall  be  secured  from  all  employing  depart- 
ments.     Further ,   with  the  same   assistance   and  the   information  contained  in 
the  merit  rating  reports,    to  be  responsible  for  determining  the  starting 
salary  at  which  employment   shall   begin  within  the   applicable   classification 
and  within  the  budget  provision  for  the   position,   and  to  pass  on  all  pro- 
posals for   salary  increases,    advancement,   promotion  or  transfer. 

In  19U5 >   "with  the  beginning  of  the  personnel  program  a  serious  backlog 
of  sub-standard  pay  scales  was  taken  over.     This  deficiency  caused  by  war 
time  restrictions  was   at  least  to  some  measure  responsible   for  the  tre- 
mendously high  rate  of  turnover  above  noted.     In  19U5,  the   average  rate  of 
pay  for  all  employees  was  930  per  hour  with  little  payment  for  overtime 
and  no  fixed  work  schedule.     New  salary  money  became  available,   if  at  all, 
every  two  years  and  no  flexibility  was  present  for  adjustments  between  bi- 
ennial periods.     State  funds  and  funds  from  outside  sources  were  not  handled 
consistently  so  far  as   salary  policies  were  concerned.     The  19U5>  legislative 
session  provided  some  relief  by  way  of  across-the-board  increases.     These, 
however,  had  two  disadvantages.     The  first  was  that  they  provided  no  oppor- 
tunity for  erasing  internal  mal-adjustments.     Secondly,   the   amount  required 
for  the  mandatory  increase  was  taken  from  other  University  funds   and  quite 
naturally  caused  unhappiness  to  part  of  the  faculty  who  were  not  included 
in  the  mandate  of  the  legislature   on  this  point. 

Efforts  were  made  during  the  UO's  and  early  5>0's  to  catch  up  with  the  rapidly 
increasing  cost  of  living  and  to  straighten  out  internal  inequities.     By 
the  early  5>0's   this  was  pretty  well  accomplished  and  the  cost  of  living  ap- 
peared to  and  actually  did  level  off  generally.     At  the  same  time,   however, 
the  competitive  element  with  outside  employment  kept  on  moving  ahead  since 
year  in  and  year  out  regardless  of  cost  of  living  there  had  been  sizeable 
increases  in  pay  schedules.     Using  the  cost  of  living  index  figures  for 
the  period  over  19U7-U9  we  find  that  since  that  time  this  figure  has  in- 
creased somewhat  over  26  per  cent.     During  the  same  time,   however,    rates 
of  pay  generally  in  outside  competition  increased  approximately  72  per  cent. 
During  this  same  period  the  University's  rates  had  moved  up  approximately 
73  per  cent,  thus  indicating  that  if  we  were  not  too  far  behind  in  19U7-U9 
we  have  kept  ourselves  even  with  competition  since  that  time. 

We  now  have   a  procedure  which  provides  flexibility  for  appropriate  increases 
within  the  biennial  period  as  well  as  at  the  beginning  of  it  and,   generally 
speaking,   our  salary  and  wage  structure  is  and  has  been  maintained  at  a 
proper  level. 


^7 

V.  To  receive  all  proposals  concerning  wages,  hours  or  conditions  of  work, 

from  organizations  or  others  representing  employee  groups  and  to  negotiate 
with  these  representatives  concerning  such  proposals  and  to  reach  an  under- 
standing on  behalf  of  the  University- -to  he  guided  in  his  decisions  by  the 
policy  of  the  University  for  non-academic  personnel  and  by  such  advice  and 
data  from  departments  as  is  needed. 

Before  1$&5,  all  relationships  with  Unions  had  been  handled  through  Uni- 
versity committees  or  individual  departments  with  resulting  lack  of  con- 
sistency and  some  confusion.  The  University,  like  most  other  large  organi- 
zations, has  been  the  subject  of  increasing  interest  on  the  part  of  the 
union  organizations  and  we  now  deal,  directly  or  indirectly,  with  approxi- 
mately 60  of  these  locals.  Our  basic  principles  have  been  to  provide  equity 
with  prevailing  practice  either  individually  or  by  close  relationship  to 
University  jobs;  to  maintain  over-all  consistency  with  unorganized  and 
independent  groups  and  seeing  to  it  that  in  our  negotiations  we  do  not 
provide  something  for  a  group  simply  because  it  is  represented  by  union 
pressure  which  we  are  not  willing  to  provide  voluntarily  to  those  not  so 
represented . 

Generally  speaking,  we  have  excellent  relationships  and  a  high  degree  of 
mutual  regard  between  University  representatives  and  those  representing  our 
organized  groups.  With  one  organization  we  have  not  been  so  fortunate  in 
the  past  several  years  and  the  problems  being  faced  with  this  organization 
have  still  not  been  completely  settled  to  the  general  satisfaction  of  either 
the  organization  or  the  University.  We  hope  that  the  coming  year  will  bring 
improvement  in  this  situation. 

In  19^5,  and  for  some  years  thereafter,  the  Director,  knowing  the  importance 
of  this  particular  aspect  of  the  University  relationships  dealt  personally 
with  all  negotiations.  With  the  growth  of  the  total  University  program, 
however,  this  became  no  longer  possible  and  in  recent  years  we  have  had  full 
time  people  handling  labor  relations  both  in  Chicago  and  Urbana.  Their  work 
has  been  of  the  utmost  importance  and  probably  represents  the  most  difficult 
job  assignment  of  any  in  the  personnel  area.  The  University  has  attempted 
to  establish  a  climate  which  involves  bargaining  in  mutual  good  faith  and 
acceptance  on  the  part  of  both  employer  and  union  representative  of  the  basic 
principles  under  which  the  University  most  operate.  Much  assistance  has  been 
given  in  negotiations  by  faculty  committees  representing  the  areas  for  which 
bargaining  takes  place. 
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TOTAL  NUMBER  OF  EMPLOYEES  AND  AVERAGE  SALARY  PER  EMPLOYEE 

1946  -  i960 


Year 

19^6 

19^7 
1948 

1949 
1950 
1951 
1952 
1953 
1954 
1955 
1956 
1957 
1958 
1959 


Number 
of 
Employees 

3,^94 
4,066 
4,474 
4,264 
4,272 
4,387 
M36 
4,578 
4,721 
4,730 
4,906 
5,146 
5,279 
5,503 


Actual 

Average 

Salary 

$2,310 
2,279 
2,397 
2,736 
2,795 
3,159 
3,269 
3A52 
3,5lU 
3,757 
3,865 
4,240 
^,356 
4,6ll 


TOTAL  SALARY  BY  CAMPUS 


1958-1959 

Urbana 
Professional 
Undergraduate 
DSCC 

UNIVERSITY  TOTAL 
Nonacademic  Staff 


$13,250,605 

8,079,251 

1,110,075 

555,960 

$22,995,891 


1959-1960 


Urbana 
Professional 
Undergraduate 
DSCC 

UNIVERSITY  TOTAL 
Nonacademic  Staff 


$14,783,215 

8,777,587 

1,232,763 

579,370 

$25,372,935 


TOTAL  NUMBER  OF  EMPLOYEES  AND  AVERAGE  SALARY  PER  EMPLOYEE 
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AVERAGE  HOURLY  RATE TOTAL  STAFF 


Urbana-Champai gn 


Chicago  Professional 


Chicago  Undergraduate 


Average  Increase  Increase 
Year    Hourly   in  Cents     in 

Rate     Per  Hour  Percent 


Average  Increase  Increase 
Hourly   in  Cents     in 
Rate     Per  Hour  Percent 


Average  Increase  Increase 
Hourly   in  Cents     in 
Rate     Per  Hour  Percent 


1945-46 

$  .947 

— 

— 

*  .923 

— 

w— 

— 

— 

— 

1946-47 

1.06 

$  .113 

11.9 

1.101 

♦  .178 

19.2 

$1.20 

— 

— 

1947-48 

1.22 

.16 

15.1 

1.21 

.109 

9.9 

1.37 

.17 

14.1 

1948-49 

lo29 

.07 

5.7 

1.27 

.06 

4.9 

1.392 

.002 

1.6 

1949-50 

1.31 

.02 

1.6 

1.34 

.07 

5.5 

1.523 

.131 

9.4 

1950-51 

1.32 

.01 

.8 

1.38 

.04 

2.9 

1.62 

.097 

6.4 

1951-52 

1.53 

.21 

15.9 

1.497 

.117 

8.5 

I.89 

.27 

16.7 

1952-53 

1.61 

.08 

5.2 

1.61 

.113 

7.5 

2.00 

.11 

5.8 

1953-54 

1.70 

.09 

5.5 

1.64 

.03 

1.9 

2.12 

.12 

6.0 

1954-55 

1.71 

.01 

.6 

1.67 

.03 

1.8 

2.22 

.10 

4.7 

1955-56 

1.90 

.19 

11.1 

1.77 

.10 

6.0 

2.09 

-.13 

-5.8 

1956-57 

I.87 

-.03 

-.015 

1.784 

.014 

.08 

2.176 

.086 

.08 

1957-58 

2.05 

.18 

9.6 

I.96 

.176 

9.9 

2.326 

.15 

6.9 

1958-59 

2.05 

— 

— 

2.162 

.202 

1.1 

2.396 

.07 

3.0 

1959-60 

2.20 

.15 

7.3 

2.16 

-.002 

— 

2.56 

.164 

6.8 

AVERAGE  HOURLY  RATE  INCREASE 
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To  be  responsible  for  conducting  a  non-academic  safety  and  health  program 
and  to  serve  as  Secretary  of  the  University  Committee  on  Accident  Compensa- 
tion for  Employees. 

From  the  very  beginning  the  Director  has  been  an  active  member  of  the  Com- 
mittee on  Accident  Compensation,  which  committee  has  carried  a  heavy  and 
important  assignment  to  see  to  it  that  all  employees  receive  fair  and  law- 
ful treatment  for  occupational  disability.  The  Associate  Directors  for  both 
Urbana  and  Chicago  have  served  as  members  of  the  sub- committee.  During  the 
late  lj-0's  and  early  50' s  there  were  changes  in  the  State  statute  which 
changed  our  responsibilities  from  only  to  those  with  high  risk  jobs  to  all 
members  of  the  University  staff,  including  faculty  and  students  as  well. 

It  became  evident  early  in  this  experience  that  there  was  need  for  some  sort 
of  safety  program  to  cut  down  on  the  number  of  the  accidents  themselves,  as 
well  as  to  provide  in  general  conditions  which  would  be  safe  for  staff, 
students,  and  public.  Two  years  ago  this  goal  was  finally  attained  with  the 
appointment  of  a  Safety  Coordinator  and  his  staff.  This  office  reports  or- 
ganizationally to  the  Vice  President-Comptroller,  but  is  assigned  to  the 
Personnel  Office  for  direction  of  daily  activities. 

Related  to  these  two  assignments  is  a  close  working  relationship  with  the 
University  Health  Service.  Starting  with  a  situation  in  19^5  under  which 
Health  Service  considered  its  assignment  exclusively  that  for  care  of  stu- 
dents, we  have  over  the  years  been  able  to  develop  a  mutual  understanding 
and  relationship  which  while  not  yet  going  as  far  as  we  might  wish  still 
provides  an  excellent  service  in  handling  physical  examinations,  rechecks, 
and  Workmen's  Compensation  services  for  University  staff. 

Another  element  of  this  related  program  has  been  the  administering  of  the 
University's  sick  leave  policies.  In  19^5*  sick  leave  was  based  on  a  limited 
total  most  of  which  lapsed  in  a  comparatively  short  time  after  having  been 
accrued.  By  several  steps,  this  policy  now  provides  the  right  of  unlimited 
accrual  if  not  used  with  a  resulting  element  of  security  for  a  disabled  staff 
member  which  goes  far  beyond  that  originally  available  and  yet  which  pro- 
vides this  service  at  a  cost  very  little  higher  than  did  that  of  the  limited 
service.  In  addition,  provision  was  made  for  the  use  of  sick  leave  for 
emergency  illness  or  disability  within  the  family  group.  Staff  nurses  have 
been  provided  to  maintain  contact  with  disabled  employees  on  both  the  Chicago 
and  Urbana  campuses  and  have  done  much  to  maintain  consistent  use  of  disability 
leave  and  at  the  same  time  have  been  a  strong  indication  to  our  staff  that 
the  University  is  anxious  to  be  of  every  reasonably  possible  help  when  dis- 
ability takes  place. 

With  a  permissible  accrual  of  twelve  days  of  sick  leave  in  each  calendar 
year,  the  average  use  during  the  past  year  has  been  6^   days. 
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YEAR 
1947-43 
1943-49 
1949-50 
1950-51 
1951-52 
1952-53 
1953-54 
1954-55 
1955-56 
1956-57 
1957-53 
1953-59 
1959-60 


VISITING  NURSE  SERVICE 
Home  and  Hospital  Calls 

URBMA  CHICAGO 

CHAMPAIGN  UNDERGRADUATE 

1,633  54 

1,639  138 

1,815  252 

1,691  295 

1,131  177 

1.271  105 
750  121 
336  HO 

1.272  123 
1,226  147 
1,337  124 
1,183*  95 
1,250  77 


CHICAGO 
PROFESSIONAL 

461 

407 

782 

532 

402 

366 

564 

435 

561 

580 

455 
332 
338 


TOTALS 
2,496 
3,326 
2,349 
2,518 
1,760 
1,742 
1,335 
961 
1,956 
1,953 
1,966 
1,660 
1,665 


*for  11  months  1958-59 
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UNIVERSITY  RETIRE!  SIT  SYSTEM  OF  ILLINOIS 
CLAIMS  AND  PAYMENTS  FOR  NOMAC  ANEMIC  EMPLOYEES 


Nonacademic 
Employees 
Members  of 
System 


Total 

University 

of  Illinois 

Payroll 


New 
Claims 
Filed 


Percent  of  Payroll 


Benefits  Paid 
by  Retirement 
System  for 
New  Claims 


Total  Benefits 
Total     Paid  by 
Claims   Retirement 
Filed     System 


1941-42 

1942-43 
1943-44 
1944-45 
1945-46 
1946-47 
1947-48 
1948-49 
1949-50 
1950-51 
1951-52 
1952-53 
1953-54 
1954-55 
1955-56 
1956-57 
1957-58 
1958-59 
1959-60 


1493 
1700 
1959 
1628 
2196 

3454 
4066 

4474 
4264 
4272 
4387 
4436 
4578 
4721 
4730 
4906 
5146 
5279 
5503 


?  6,344 

8,000 

9,285 

8,109 

8,895 

13,651 

23,323 

25,438 

29,134 

30,470 

31,801 

35,969 

37,855 

39,303 

43,756 

42,892 

49,943 

52,334 

58,393 


861 
442 
159 
186 
000 
479 
2o4 
8^3 
839 
619 
212 
804 
681 
520 
102 

134 
732 
875 
682 


.003 
.008 
.015 
.016 
.017 
.015 
.014 
.012 
.013 
.013 
.013 
.014 
.013 
.012 
.013 
.014 
.010 
.010 
.009 


.0001 

.0003 

.001 

.001 

.001 

.001 

.001 

.0008 

.0008 

.001 

.00090 
.000961 

.00094 

.001 

.001 

.001 

.0007 

.0007 

.0007 


.003 

.01 

.022 

.035 

.036 

.029 

.034 

.033 

.032 

.036 

.038 

.041 

.04 

.041 

.042 

.040 

.037 

.036 

.032 


.0001 

.0006 

.002 

.003 

.004 

.004 

.004 

.004 

.004 

.005 

.005 

.005 

.005 

.006 

.006 

.006 

.005 

.005 

.005 
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OCCUPATIONAL  DISABILITY 
(on-the-job  accident) 


Number 

Total 

of  Cases 

Medical 

Workmen ' s   Univers  ity 

Involving 

Working 

&  Hospital     Compensation 

Benefits 

University 

Year 

Claims 

Days  Lost 

Expense  Paid 

Paid 

Paid 

Cost 

1946-47 

231 

1,346 

3  4,990 

$  5,333 

?  5,376 

$14,707 

1947-48 

197 

1,386 

5,293 

2,763 

4,431 

13,398 

1948-49 

246 

1,364 

5,620 

6.042 

7,664 

19,326 

1949-50 

219 

1,623 

12,383 

5,929 

8,202 

26,515 

1950-51 

239 

969 

6,129 

5,016 

6,061 

17,208 

1951-52 

219 

1,938 

11,177 

11,839 

10,970 

33,988 

1952-53 

180 

1,354 

9,999 

11,156 

8,217 

29,373 

1953-54 

213 

1,842 

12,381 

25,963 

10,981 

49,325 

1954-55 

239 

1,597 

7,627 

28,943 

9,457 

40,829 

1955-56 

314 

1,419 

13,449 

43,064 

11,987 

55,682 

1956-57 

286 

1,506 

9,759 

49,261 

6,531 

57,467 

1957-58 

245 

1,019 

11,945 

36,809 

9,345 

48,499 

1958-59 

332 

1,385 

16,127 

40,655 

12,608 

55,361 

1959-60 

340 

1,254 

17,051 

57,526 

Percent 

11,977 

69,503 

Annual 

University 

of  Cost 

YEAR 

Payroll 

Cost 

to  Total 

Payroll 

1946-47 

^17,311,112 

314,707 

.00085 

1947-48 

23,323,264 

13,398 

.00057 

1948-49 

2fi,438,883 

19,327 

.00076 

1949-50 

29,134,839 

26,516 

.00091 

1950-51 

30,470,619 

17,208 

.00055 

1951-52 

31,801,212 

33,989 

.01107 

1952-53 

35,969,80^ 

29,373 

.00082 

1953-54 

37,855,681 

49,694 

.00131 

1954-55 

39,303,520 

38,400 

.00097 

1955-56 

43,756,102 

55,667 

.00127 

1956-57 

42,892,134 

57,467 

.00133 

1957-58 

49,943,732 

48,499 

.00097 

1958-59 

52,334,875 

55,361 

.00107 

1959-60 

58,393,682 

69,503 

.00119 
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IX.  To  study  a  plan  for  an  employee  suggestion  system  and  operate  the  same  if 
established. 

If  this  statement  of  duty  is  taken  literally,  it  has  been  carried  out  in 
that  there  has  been  a  study.  Unfortunately  there  has  not  been  a  resulting 
establishment  of  a  program.  It  is  the  personal  feeling  of  the  Director 
that  this  is  worthwhile  and  should  be  made  effective;  however,  there  has 
been  some  reluctance  on  the  part  of  those  who  would  be  most  directly  con- 
cerned to  give  the  time  and  attention  necessary  for  successful  operation  cf 
such  a  program,  as  well  as  some  hesitation  as  to  the  wisdom  of  the  program 
itself.  This,  therefore,  is  in  effect  a  duty  as  yet  not  done,  but  one  which 
is  still  carried  on  the  list  and  which  the  Director  has  every  intention  of 
reactivating  when  the  auspices  appear  to  be  more  favorable  than  they  have 
been  in  the  recent  past. 


X.  To  stimulate  interest  in  a  recreation  program  for  non-academic  employees. 

This  in  the  terms  as  originally  intended  has  not  proved  to  be  either  de- 
sirable or  necessary.  One  of  the  first  steps  of  the  Personnel  Office  was 
to  provide  an  identification  card  to  every  nonacademic  staff  member  which 
offered  to  him  the  same  privileges  of  the  use  of  University  facilities  pre- 
viously available  to  members  of  the  faculty.  These  facilities  have  been 
much  used  by  the  members  of  our  staff.  The  recreation-social  opportunities 
available  in  the  Urbana  community  are  so  vast  that  we  have  not  found  it 
necessary  or  desirable  to  try  to  establish  any  Universitywide  activity  in 
that  community. 

In  Chicago,  because  of  the  distances  traveled  from  home  to  job,  activities 
held  on  the  campus  at  times  other  than  those  of  the  regular  work  schedule 
are  not  too  practical,  and  here  again  the  total  resources  of  the  community 
are  so  vast  as  to  make  them  other  than  necessary. 

However,  we  did  develop  and  have  continued  to  work  closely  with  employees 
councils  on  each  of  the  University  campuses.  These  Councils  have  taken 
an  active  interest  in  promoting  certain  Universitywide  and  numerous  de- 
partmental social  activities  which  fall  within  the  areas  which  are  popular 
and  productive.  In  Urbana,  and  at  the  Professional  Colleges  campus,  the 
plan  which  was  developed  to  provide  the  use  of  vending  machine  funds  by 
the  Councils  has  been  a  strong  stimulation  in  providing  a  modest  amount 
of  financial  support  for  practically  all  worthwhile  social  activities  as 
sponsored  either  by  the  Council  or  by  the  University  and  its  departments. 
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XI.  To  be  responsible  for  preparation  and  distribution  of  an  employee  informa- 
tion manual. 

The  first  step  in  this  responsibility  was  to  activate  the  publication  of 
the  first  edition  of  the  Policy  and  Rules  Relating  to  Compensation  and  Work- 
ing Conditions  of  Nonacademic  Employees.  Since  this,  however,  was  written 
in  rather  legalistic  terms,  it  seemed  desirable  to  provide  a  more  popularly 
worded  digest  of  the  matters  covered  in  this  policy  as  well  as  other  related 
matters  for  distribution  to  members  of  the  staff.  At  the  present  time,  the 
current  edition  is  almost  out  of  print  and  plans  are  being  made  for  prepara- 
tion of  a  new  and  up-to-date  edition  to  replace  it. 

In  addition  to  these  manuals,  it  soon  became  evident  that  more  or  less 
regular  communications  between  the  University  and  its  staff  on  a  recurring 
basis  were  desirable.  Starting  with  the  publication  of  The  Illini  Worker 
in  19U6,  we  have  had  continuity  of  this  publication  first  of  all  as  Univer- 
sitywide  and  now  University  Civil  Service  Systemwide  under  the  new  title 
of  Campus  Pathways.  This  has  proved  to  be  of  great  value  providing  informa- 
tion concerning  matters  of  current  interest,  unusual  pressure  or  urgency, 
and  changes  in  policy.  Here  again,  however,  the  size  of  the  University 
System  has  reached  the  point  that  it  has  been  impossible  to  include  certain 
elements  on  a  sufficiently  first  hand  basis  to  get  through  to  the  employee 
on  a  single  campus.  Therefore,  in  recent  years  the  Director  has  added  to 
the  above  mentioned  media  a  further  informal  "Staff  Notes"  issued  on  an  if, 
as,  and  when  basis  without  schedule  and  usually  including  comments  on  matters 
which  have  come  up  for  special  attention  in  the  recent  past.  Several  dif- 
ferent copies  of  this  publication  are  attached.  It  has  been  found  that  this 
is  a  very  useful  supplement  and  one  which  has  caused  much  favorable  comment 
in  addition  to  the  more  formal  methods  of  communicating. 
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To  conduct  research  in  the  entire  personnel  field  and  attend  such  personnel 
meetings  as  the  President  deems  advisable  for  the  good  of  the  University  ts"~ 
Non-Academic  Personnel  Program. 

The  Director  in  coming  to  his  position  at  the  University  of  Illinois  had  the 
immediate  "background  of  industrial  relations  in  wartime  manufacturing,  and 
before  that  in  business  management  at  a  smaller  institution  of  higher  edu- 
cation. The  challenge  of  the  University  of  Illinois  position  was  therefore 
very  obvious.  Thanks  to  the  forward  looking  attitude  on  the  part  of  the 
University  administration  and  Board,  this  program  at  the  University  was  one 
of  the  first  to  get  off  the  ground,  providing  a  broad  basis  of  operation 
with  strong  administrative  support.  Largely  because  of  this  reason  the 
Director  found  himself  the  recipient  of  many  questions  and  requests  for 
information  from  other  institutions  not  as  far  along  as  the  University  of 
Illinois  in  their  personnel  programs. 

In  the  late  1+0's  at  his  invitation  a  group  of  business  officers  and  those 
with  personnel  interests  from  midwest  colleges  and  universities  met.  The 
result  of  this  meeting  was  a  decision  to  organize  the  College  and  University 
Personnel  Association.  This  Association  now  includes  in  its  membership  some- 
what over  1+00  colleges  and  universities  in  this  country  and  abroad  and  is 
currently  going  through  a  period  of  rapid  growth.  The  Director  has  maintained 
a  close  interest  and  active  participation  in  the  CUPA  program  ever  since  its 
start  in  which  he  did  have  an  active  part. 

He  has  done  research  and  written  50  papers  which  have  been  published  in 
numerous  Journals  of  learned  societies,  educational  business  and  personnel. 

He  has  been  a  member  of  the  faculty  of  the  University  of  Omaha  Short  Course 
for  College  Business  Officers  for  the  past  10  years  and  prepared  for  use  in 
that  class  a  small  brochure  Personnel  Administration  on  the  Campus  which 
has  had  to  be  reprinted  a  number  of  times  since  the  first  edition. 

He  is  the  author  of  the  chapter  on  "Nonacademic  Personnel"  which  appeared 
as  part  of  College  and  University  Business  Administration  published  by  the 
American  Council  on  Education. 

He  has  advised  and  consulted  with  representatives  of  many  other  universities 
concerning  organizational  or  developmental  problems  in  their  own  personnel 
activities. 

At  least  fifteen  individuals  who  have  served  on  the  staff  of  the  Office  of 
Nonacademic  Personnel  have,  following  their  experience  there,  moved  on  to 
higher  responsibilities  at  other  universities  or  in  industrial  personnel 
operations. 

Many  other  members  of  the  personnel  staff  have  likewise  performed  responsible 
work  in  national  areas  and  have  also  done  much  writing  for  publications  as 
above  cited. 
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XIII.  To  serve  as  chairman  and  executive  officer  of  the  N on -Academic  Personnel 
Advisory  Committee  (replacing  the  present  University  Civil  Service 
Committee ) . 

The  former  University  Civil  Service  Committee  here  referred  to  was  origin- 
ally a  committee  including  both  administration  and  nonacademic  staff  members. 
It  seemed  best  under  the  new  organization  to  establish  separate  committees 
both  of  which  have  served  most  effectively  in  an  advisory  capacity  to  the 
Director  since  that  time. 

Employee  Advisory  Committees  are  organized  on  each  campus  separately  and 
there  is  in  addition  the  statewide  Civil  Service  Employees  Advisory  Com- 
mittee .  These  are  elected  from  within  their  own  member  constituency  and 
have  served  as  excellent  sources  of  information  concerning  employee  at- 
titudes and  thinking  over  the  years. 

The  Faculty  Administrative  Advisory  Committees,  likewise,  are  organized  for 
each  separate  campus  with  a  universitywide  group  made  up  of  representatives 
from  the  several  campuses.  In  addition  there  is  the  Faculty  Administrative 
Advisory  Committee  to  the  Merit  Board  which  includes  representatives  from 
the  University  of  Illinois  plus  similar  representatives  from  the  other  member 
institutions. 

These  Committees  appointed  by  the  Chief  Executive  of  the  University  or  his 
representative,  have  had  a  large  measure  of  continuity  and  because  of  their 
long  experience  and  devoted  interest  their  services  in  an  advisory  capacity 
have  been  beyond  measurement.  The  Director  records  now  the  fact  that  much 
that  he  has  been  able  to  accomplish  could  not  have  been  done  without  not 
only  this  advice  but  the  strong  supDort  of  these  committees  both  individually 
and  as  groups. 
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XIV.  To  Submit  to  the  Non-Academic  Personnel  Advisory  Committee  for  consideration 
and  advice,  matters  relating  to  proposed  changes  in  general  policies  of  non- 
academic  personnel  administration  or  in  Civil  Service  rules.  To  prepare  and 
transmit  to  the  President  for  presentation  to  the  Board  matters  requiring 
consideration  by  that  "body. 

No  set  of  University  policies  once  established  is  likely  to  remain  static 
very  long.  Over  the  years  since  the  development  of  the  first  Policy  and 
Eules  in  1$&5>  there  have  been  frequent  changes ,   all  of  "which  have  served 
to  keep  the  University's  policies  those  in  which  it  can  take  pride  and 
which  maintain  its  ability  to  attract  and  keep  well  qualified  people  in 
its  numerous  categories  of  employment. 

In  developing  and  submitting  matters  here  prescribed  as  noted  in  the  pre- 
ceding paragraph,  much  use  has  been  made  of  the  several  advisory  committees 
whose  counsel  has  been  of  the  greatest  assistance  in  forming  valid  and 
objective  decisions  in  these  matters. 
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Finally: 

In  19U6,  in  preparing  the  first  Annual  Report  of  this  department  for  Presi- 
dent Arthur  Cutts  Willard,  the  Director  wrote : 

"During  the  past  year  we  have  sought  by  means  to  be  outlined  in 
the  attached  report  to  determine  our  problems.  We  have  tried  to 
decide  from  this  determination  what  our  objectives  should  be  and 
to  develop  and  to  administer  a  program  aimed  at  their  attainment. 
This  evaluation  usually  involves  quantitative  measurement,  whereas 
personnel  administration  deals  with  the  elusive  human  factor  which 
is  hard  to  measure  quantitatively.  There  has  been  evidence  of 
measureable  progress,  although  the  task  is  certainly  not  yet  completed. 
It  might  be  said  that  this  year  has  been  the  year  for  foundation 
building.  I  believe  that  there  has  been  now  made  a  strong,  firm, 
basis  for  future  programs.  A  little  structural  material  has  appeared 
above  the  ground;  the  major  part  of  the  building,  however,  now  awaits 
completion  on  the  foundation  thus  established." 

There  are  four  major  steps  in  the  development  of  any  personnel  operation: 

1.  The  first  is  confusion . 

At  the  beginning  this  status  is  inevitable.  Positions  are  not  classified. 
Salaries  are  not  consistent.  Employment  standards  vlry.  By  and  large, 
each  of  these  matters  is  handled  on  a  departmental  basis  and  each  depart- 
ment uses  its  own  peculiar  standards  in  determining  its  action  with  reference 
to  them.  As  a  result  of  all  this  the  average  employee  has  a  tendency  to 
note  the  area  in  which  some  other  employee  is  better  off  than  he  is;  to 
give  little  credit  for  the  part  of  his  work  condition  where  he  may  be  ahead 
of  the  average;  and  in  general  he  has  a  tendency  to  look  at  one  individual 
and  comp'are  his  working  conditions  with  that  individual,  but  has  no  basis 
for  evaluation  of  the  universitywide  structure. 

2.  The  second  is  the  development  of  a  policy. 

This  is  an  important  and  constructive  development  under  which  there  is  give 
and  take  on  the  part  of  all  concerned.  The  University  hammers  out  one  single 
statement  of  policy  which  it  formally  accepts  and  which  it  states  shall  be 
the  policy  of  the  entire  University  thereafter. 

3.  The  third  step  is  that  of  enforcement. 

Inevitably  for  a  period  following  development  of  such  a  new  policy,  there 
is  a  necessity  for  bringing  all  of  the  divergent  areas  of  the  University's 
operations  under  it.  This  is  not  easy  in  any  organization,  and  it  is  perhaps 
even  more  difficult  than  the  average  in  a  university  setting.  It  calls  for 
forbearance  on  the  part  of  both  the  administrator  of  the  policy  and  the 
recipient  of  his  activities.  It  calls  for  patience  and  the  ability  to 
realize  that  steps  should  be  taken  one  at  a  time  and  that  following  each 
step  there  should  be  a  period  of  consolidation,  and  that  the  second  step 
should  not  be  taken  until  the  first  is  generally  accepted. 
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h»     At  last  there  comes  the  attainment  of  the  ultimate  goal.  That  is 
service  to  the  entire  university  community. 

Given  time,  patience,  and  good  sense,  there  comes  a  time  after  which  the 
activities  of  the  personnel  office  can  legitimately  be  described  as  those 
of  a  service  to  all  concerned.  This  service  should  not  be  one-sided, 
leaning  either  to  the  employee,  the  faculty,  the  employing  department  or 
the  administration.  The  effective  personnel  administration  program  involves 
the  ability  to  be  objective;  the  acceptance  of  the  principle  that  a  decision 
is  not  made  until  all  sides  of  the  matter  are  considered;  and  the  realiza- 
tion above  all  else  that  consistency  should  be  the  goal  and  aim  of  the 
administrator.   The  degree  to  which  the  University  of  Illinois  has  attained 
this  fourth  step  is  certainly  open  to  question.  We  are  close  to  it  at  least 
from  the  standpoint  of  our  intentions.  Admittedly,  these  intentions  are 
not  always  fulfilled  in  the  way  we  expect,  but  it  is  our  hope  that  by  and 
large  we  are  now  accepted  realistically  as  an  organization  which  provides 
service  and  not  only  an  organization  which  restricts,  controls,  demands 
or  compels. 

This  report  cannot  be  closed  without  a  word  of  warm  appreciation  to  the 
hard  working  and  able  members  of  the  Personnel  and  Civil  Service  staffs. 
The  present  status  of  our  program  is  not  the  work  of  one  person,  but  that 
of  a  considerable  group  of  people  who  have  worked  together  to  carry  out 
our  assignment.  From  the  newest  member  of  the  clerical  staff  to  the  small 
group  of  pioneers  in  19h$   —  these  persons  have  been  loyal,  long  suffering, 
hard  working  and  effective  in  their  several  fields  of  responsibility. 
Without  them  little  would  move. 


SUPPLEMENTARY  REPORTS 
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TRAINING  AND  EDUCATION 


As  in  previous  years,  extensive  use  has  again  been  made  of  University 
facilities  to  increase  the  effectiveness  of  our  employees  on  their  jobs, 
to  develop  the  capabilities  of  employees  so  that  they  are  able  to  serve 
the  University  in  positions  of  greater  worth  and  responsibility  and,  as  a 
fringe  benefit,  to  help  recruit  and  maintain  a  well  qualified  staff.  The 
following  is  a  summary  report  on  the  training  and  educational  programs  de- 
signed to  accomplish  these  ends. 

Orientation 

Central  orientation  sessions  are  held  on  the  Urbana  campus  on  an 
average  of  once   a  month.     The  purpose  of  these  meetings  is  to  tell  new 
employees  something  about  the  functions  and  the   organization  of  the  Univer- 
sity,  and  to  discuss  with  them  the  benefits,   the   privileges,   and  the  re- 
sponsibilities of  University  employment.     During  the  past  two  years,  more 
than  1,300  new  permanent  employees  have   attended  these   sessions.     Similar 
meetings  were  held  for  new  employees  at  the  Chicago  Undergraduate  Division 
and  for  employees  of  the  Division  of  Services  for  Crippled  Children.     At 
the  Chicago  Professional  Colleges  the  orientation  of  new  emoloyees  was 
handled  on  an  individual  basis. 

Preliminary  work  has  been  completed  on  the  development  of  an  orienta- 
tion film  designed  to  increase   the  effectiveness  of  the  program.     This 
film  will  be  suited  for  use  on  all  campuses  of  the  University.     If  funds 
are   available,   the   film,   together  with  a  revised  and  related  employees 
handbook,  will  be  completed  during  the  coming  year. 

Education 

During  the  1959-60  school  year,  nonacademic  employee  enrollments 
in  regular  University  courses  numbered    .522.     This  figure  includes  an 
increase  of  20  enrollments  on  the  Urbana  campus  over  the  number  recorded 
in  1958-59.     As  they  have  in  the  past  and  for  reasons   that  are  obvious, 
Urbana  employees  accounted  for  more  than  95$  of  the  enrollments. 

Although  grades  are  not  yet  available  for  I960  Summer  Session  courses, 
it  is  estimated  on  the  basis  of  Fall   and  Spring  Semester  grades,   that 
employees  taking  courses  in  the  1959-60  school  year  will  earn  an  average 
grade  point  comparable  to  the  commendable  3.97  average  recorded  in  1958-59. 

Training 

In  1958-59,  253  nonacademic  employees  enrolled  in  12  noncredit  train- 
ing courses  offered  through  the  coordinated  efforts  of  this  office  and 
and  the  Division  of  University  Extension.  During  the  past  year,  33U  em- 
ployees enrolled  in  the  same  number  of  courses.  These  courses  ranged 
from  training  in  the  basic  clerical  skills  of  typing  and  shorthand  to 
courses  in  electronics,  medical  photography  and  the  concepts  of  management. 
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Worthy  of  note  is  the  eager  reception  and  interest  demonstrated  in 
the  past  year  by  all  levels  of  University  personnel  in  response  to  the 
training  programs  organized  for  them.  This  is  an  indication  of  an  atmos- 
phere which  not  only  reflects  desirable  qualities  in  our  employees,  but 
also  one  which  is  favorably  suited  to  our  plans  for  increasing  the  use 
of  training  as  an  effective  tool  of  management. 

Financial  Summary 

The  funds  assigned  to  the  Division  of  University  Extension  for  the 
purpose  of  providing  instruction  and  related  services  for  training  courses 
for  nonacademic  employees  have  been  adequate  for  the  year  past,  and  appear 
to  be  sufficient  to  cover  anticipated  expenditures  of  this  type  for  the 
coming  year. 

During  the  past  year,  some  minor  expenses  were  incurred  in  connection 
with  training  activities  not  coordinated  with  the  Extension  Division,  but 
organized  and  sponsored  solely  by  the  Office  of  Nonacademic  Personnel.  It 
is  expected  that  the  anticipated  expansion  of  training  activities  will  in- 
volve more  and  more  programs  of  this  type,  and  that  there  will  be  an  in- 
crease in  incidental  expenses  such  as  costs  for  the  preparation  of  visual 
aids,  etc.  It  is  hoped  that  funds  to  cover  these  expenses  will  be  made 
available  from  the  general  operating  budget  of  our  department. 

Funds  for  completion  of  the  orientation  film  previously  mentioned 
have  been  requested  from  the  University's  Committee  on  Non-recurring  Ex- 
penditures. Our  request  is  scheduled  for  consideration  at  the  Committee's 
next  meeting. 


Donald  R.  Volm 
Personnel  Officer 


81 


82 


SAFETY 


Establishment  of  University -wide  responsibility  in  safety  was 
carried  out  in  1957  with  the  appointments  of  the  Safety  Coordinator, 
Safety  Inspector,   and  a  secretary.     This  compact  division  has  worked 
closely  with  Nonacademic  Personnel  and  with  the  Safety  and  Fire 
Prevention  Committee  of  the  University  in  the  development  and 
implementation  of  University  safety  programs.     They  have  been  active 
in  numerous  projects  having  to  do  with  the  health  and  safety  of  the 
University  environment  and  operations. 

An  important  administrative  responsibility  of  the  Coordinator 
in  collaboration  with  the  Safety  and  Fire  Prevention  Committee,   the 
Director,   Nonacademic  Personnel  and  other  administrators  is  the 
development  of  University  safety  policies.     These  have  been  developed 
in  such  areas  as  eye  protection  for  employees,    safe  storage  of  high 
explosives,   compressed  gas  cylinder  safety,   responsibility  of  motor 
pool  car  operators  in  safety,    safety  standards  required  of  independent 
contractors  for  protection  of  their  employees  on  University  projects, 
and  others . 

Other  activities  have  included: 

(1)  Inspections  of  buildings  for  fire  safety  and  public 
safety,   and  for  compliance  with  various  codes  and 
standards .     A  number  of  recommendations  for 
specific  construction  or  installations  for  improved 
fire  safety  have  been  made  and  carried  out. 

(2)  The  consideration  of  public  safety  aspects  of  events 
open  to  the  public. 


(3) 


Consulting  with  local  city  fire  inspectors  regarding 
off -campus  fire  safety  problems. 


(4)  Investigation  of  disabling  injuries  to  University  employees 
in  both  academic  and  nonacademic  areas.     This  procedure 
frequently  suggests  the  need  of  improved  methods  of 
work. 

(5)  Inspection  of  plans  for  new  construction  and  for  alterations 
in  buildings,   working  with  University  architects  and  others 
in  the  interpretation  of  code  requirements  for  safety  in 
building  construction. 
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(6)  The  field  investigation  of  occupational  health  hazards 
including  damaging  noise  levels,   insufficient  ventilation 
for  removal  of  toxic  fumes  and  materials,    improper 
connections  to  water  supply  piping,   inadequate  lighting 
and  other  such  hazards. 

(7)  Inspection  of  machinery,  equipment  and  operations  to 
provide  protection  for  the  worker  against  mechanical 
and  electrical  hazards . 

(8)  Inspection  for  the  safety  of  boilers,  pressure  vessels 
and  other  mechanical  equipment  in  University  buildings. 

(9)  Active  participation  in  meetings  of  departmental  safety 
committees  in  academic  departments  and  other  meetings. 

(10)  Acting  in  a  consultant  capacity  in  safety,   fire  protection 
and  related  fields  for  all  departments  and  divisions  of 
the  University.     Much  of   this    work  is  done  by  invitation 
of  departments  rather  than  through  routine  inspections 
of  buildings  and  operations . 

(11)  Active  participation  through  correspondence  and  other- 
wise in  the  activities  of  such  organizations  as  the  Under- 
writers' Laboratories,   Inc.,   the  National  Fire  Protection 
Association,   the  National  Board  of  Fire  Underwriters, 
the  National  Safety  Council,   the  Campus  Safety  Associ- 
ation,  and  other  private  and  public  organizations  engaged 
in  the  conservation  of  life  and  property. 

(12)  Maintenance  of  a  reference  library  of  current  information 
regarding  industrial  safety,    occupational  health,   fire 
protection,   public  safety  and  related  information. 


John  Morris 
Safety  Coordinator 
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WORKMEN'S  COMPENSATION 


The  University  of  Illinois  does  not  carry  Workmen's  Compensation  and/or 
Occupational  Diseases  insurance  but  rather  operates  as  a  self-insurer.    By 
authorization  of  the  University  of  Illinois  Board  of  Trustees,  the  President 
appoints  the  members  of  the  Committee  on  Accident  Compensation.    Claims 
reported  by  all  employees  (academic,  nonacademic,  student)  who  sustain  an 
on-the-job  accident  and/or  occupational  disease,  which  arises  out  of  and/or 
in  the  course  of  employment,  are  considered  and  determined  by  the  Committee 
on  Accident  Compensation.    Claims  must  be  reported  in  the  manner  approved 
by  the  Committee  and  all  decisions  of  the  Committee  are  made  in  accordance 
with  the  Illinois  Workmen's  Compensation  Act  and/or  Occupational  Diseases 
Act  and  existing  University  policies.    Mr.  Max  N.  Pike,  in  the  Office  of 
Nonacademic  Personnel,  serves  both  as  Supervisor  of  Accident  Compensation 
and  Secretary  to  the  Committee.    Mr.  Pike  has  provided  a  brief  statement 
outlining  the  work  of  the  Committee  and  his  office.    The  tabulations  which 
follow  indicate  that  this  continues  to  be  a  big  responsibility,  and  that  the  total 
costs  of  these  benefits  have  increased  attributable  to  an  ever-increasing 
number  of  employees,  plus  an  increase  in  medical  costs  together  with  the 
new  and  higher  14%  average  increase  in  the  weekly  benefit  rates  which  went 
into  effect  July  21,  1959,  on  the  basis  of  legislative  action  which  necessarily 
increases  both  the  temporary  total  disability  payments,  and  the  permanent 
and/or  partial  permanent  disability  settlements. 

All  accident  reports  and  all  records  of  the  Committee  on  Accident  Com- 
pensation are  maintained  in  the  Supervisor's  office  located  in  the  Office  of 
Nonacademic  Personnel,  809  South  Wright  Street,  Champaign,  Illinois.    Upon 
receipt  of  a  claim,  the  Supervisor  of  Accident  Compensation  consolidates  the 
required  reports  and  designates  each  case  as  nonaction  or  action  and  prepares 
a  case  draft  on  each  action  case  for  the  members  of  the  Committees.    As 
Secretary,  he  meets  with  the  Committees  at  periodic  intervals  and  records 
the  minutes  of  each  meeting.    From  the  Committee  decisions,  appropriate 
action  is  taken  in  each  case  by  the  Supervisor,  which  consists  of  processing 
all  vouchers  for  payment  of  benefits,  forwarding  letters  of  an  informative 
nature  or  requesting  additional  facts  or  information,  and  taking  any  other 
action  decided  by  the  Committees. 

The  Committee  requests  that  the  Supervisor  take  written  statements  from 
the  injured  employee,  Supervisor,  and/or  witnesses  in  certain  types  of  injuries 
specifically  designated  by  the  Committee  and  from  others  that  the  Supervisor 
deems  necessary.    Each  case  is  closely  supervised  and  maintained  on  a  current 
basis  which  necessitates  request  for  current  medical  report  and/or  bills  from 
physicians,  surgeons,  hospitals,  Health  Service,  and  obtaining  legal  information 
from  the  Office  of  the  Legal  Counsel.    Prior  to  placing  each  action  case  in  the 
closed  file,  the  individual  expenditures  are  itemized  in  each  case  which  is 
entered  in  the  annual  report  and  totaled  at  the  end  of  each  fiscal  year.    An 
annual  report  of  the  cases  considered  by  the  Committee  on  Accident  Compen- 
sation is  prepared  by  the  Supervisor,  and  after  publication,  is  distributed  to 
the  Deans,  Directors  and  Heads  of  Academic  and  Administrative  Departments. 
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It  is  oftentimes  the  duty  of  both  the  Supervisor  and  the  University  nurse 
to  visit  an  injured  employee  either  in  the  hospital  or  at  home  and  explain 
the  possible  benefits  under  the  Illinois  Workmen's  Compensation  Act  and/or 
the  Occupational  Diseases  Act  and  to  answer  pertinent  questions  regarding 
either  University  procedure  or  specific  and  related  problems  as  it  applies 
to  the  particular  accident  or  job. 

The  Supervisor  visits  various  departments  and  explains  the  applicable 
State  Laws  and  University  policies  in  connection  with  on-the-job  accidents. 

The  Supervisor  makes  periodical  visits  to  Navy  Pier,  Chicago  Profes- 
sional College,  Divisions  of  Services  for  Crippled  Children,  Dixon  Springs 
Experimental  Station,  and  other  areas  of  the  State  as  required.    The  Visiting 
Nurse  in  Chicago  acts  as  a  liaison  between  Navy  Pier,  Chicago  Professional 
College  and  the  Champaign  office  in  all  phases  of  Accident  Compensation 
procedure. 

All  possible  public  liability  claims  against  the  University  of  Illinois  are 
investigated  by  the  Supervisor,  and  after  preparing  a  case  draft,  the  claim 
is  presented  for  consideration  by  the  Committee  on  Accident  Compensation. 
It  is  noted  that  there  has  been  an  apparent  increase  in  the  total  number  of 
possible  public  liability  claims  reported  during  the  last  fiscal  year. 

Max  N.  Pike 

Supervisor  of  Accident  Compensation 
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ANNUAL  REPORT  FOR  THE  STENOGRAPHIC  BUREAU,  OFFICE  OF  NONACADEMIC 
PERSONNEL,  UNIVERSITY  OF  ILLINOIS  (URBANA  CAMPUS) 


The  following  is  a  report  of  the  operations  of  the  Stenographic  Bureau 
for  the  year  1959-60.  Wherever  possible,  I  have  compared  these  operational 
figures  with  those  the  previous  year  or  two. 

1-  As  of  July  1,  i960,  the  Stenographic  Bureau  has  written  up  202  more 
orders  than  as  of  the  same  date  last  year,  and  26  more  orders  than  as  of  the 
same  date  in  1958 

2.   The  average  monthly  orders  in  1959-60  were  524;  1958-59,  507; 
in  1957-58,  521.83. 

3-   During  the  year  employees  produced  a  total  of  6,565,856  items,  an 
increase  of  106,542  over  last  year,  and  a  decrease  of  676,787  over  1957-58. 
Our  average  daily  production  in  1959-60  was  25,548  items,  representing  an 
increase  over  1958-59  of  218  items  daily  and  a  decrease  over  1957-58  of 
2,7^3  items  daily. 

4.  Our  average  full-time  employee  equivalent  for  1959-60  was  12.137- 
This  represents  a  decrease  over  1958-59  of  -527-  The  average  production  of 
items  per  unit-producing  employee  was  5^0,978  or  an  increase  of  30,925  over 
1958-59. 

5-  The  average  cost  per  item  processed  was  .01116,  which  represents  an 
increase  of  .00044  over  last  year,  and  an  increase  of  .00217  over  1957-58- 

6   We  served  434  departmental  appropriations,  affiliated  groups  and  staff 
members  this  year.   This  represents  an  increase  of  18  over  1958-59  an(i  an 
increase  of  50  over  1957-58. 

7-  During  1959-60  orders  were  processed  within  the  following  work-day 
schedules: 

6.1$  on  the  day  received  in  the  Bureau,  a  decrease  of  .2$  over  last  year; 

l4.2$  on  the  following  work  day,  a  decrease  of  .6$  over  last  year; 

22-7$  within  3  work  days  after  receipt,  a  decrease  of  1.0$  over  last 
year; 

18.8$  within  5  work  days  after  receipt,  a  decrease  of  2.1$  over  last 
year; 

31.2$  within  10  work  days  after  receipt,  an  increase  of  3-1$  over  last 
year; 

7-0$  within  11  work  days  or  longer,  an  increase  of  .8$  over  last  year. 
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Of  the  5,929  orders  studied  for  1959-60,  59-2$  were  unassembled,  a 
decrease  of  1.0$  over  last  year;  40.8$  were  assembled,  an  increase  of  1.0$ 
over  last  year. 

8.  Based  on  12  months  operations,  1959-60,  the  average  run  per  order 
was  1,044  sheets;  during  1958-59,  l,06l  sheets;  during  1957-58,  1,156  sheets. 

9.  During  the  1959-60  period,  the  Bureau  added  6  employees  to  its  staff, 
and  during  the  same  year  lost  3  employees.   Of  those  leaving,  1  left  because 
of  pregnancy,  1  left  to  stay  at  home  with  her  child,  and  1  transferred  to  a 
position  in  another  department  in  the  University. 

There  appears  to  be  a  need  by  various  departments  for  a  centrally 
located  machine  which  produces  personalized  letters  automatically.  We  have 
negotiated  for  the  purchase  (through  Nonrecurring  Appropriations)  of  such  a 
machine,  the  Flexowriter,  from  the  Graduate  College.   The  Graduate  College  is 
replacing  this  machine,  which  has  been  in  use  for  about  two  years,  with  a  new 
model  that  will  have  multiple  functions  necessary  in  their  operations.   We 
expect  the  Flexowriter  to  be  installed  here  early  in  the  fiscal  year  I96O-61. 

During  1959-60,  we  have  continued  to  offer  our  services  for  typing,  vari- 
typing,  transcription  of  tape  recordings,  duplication  by  mimeograph,  multilith 
and  ditto  machines.   Our  volume  of  work  on  the  multilith  has  increased  to  such 
an  extent  that  we  have  purchased  another  machine,  making  a  total  of  three 
such  presses  running  full-time  and  sometimes  overtime. 

Esther  Landin 
Office  Supervisor 

7/18/60 
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UNIVERSITY  OF  ILLINOIS 

CHICAGO  UNDERGRADUATE  DIVISION 
OFFICE  OF  NONACADEMIC  PERSONNEL 

August  3,  I960 
TO:         Mr.  Donald  E.  Dickason,  Director 

FROM:       Lee  J.  Votava 

SUBJECT:     Annual  Report  -  1959-60 

COPIES  TO:   Executive  Dean  C.  C.  Caveny 


Attached  is  the  Nonacademic  Personnel  statistical  report  for  the  Chicago 
Undergraduate  Division  during  the  fiscal  year  1959-60. 

Some  of  the  more  significant  changes  indicated  in  the  attached  as  comparec 
to  the  1958-59  operation  are: 

1.  Approximately  100$  more  people  were  hired.  (1958-59  -  ^3 
hired;  1959-60  -  85  hired).  This  figure  does  not  include 
temporary,  irregular  nor  emergency  service  employment. 
Turnover  was  primarily  responsible  for  this  additional 
hiring.  It  should  be  noted,  however,  that  the . 1959-60 
average  monthly  turnover  was  2.1$,  an  increase  of  only 
.3$  from  the  previous  year.  Most  of  the  terminations 
during  1959-60  took  place  from  July  1959  through 
December  1959.  An  even  more  important  disclosure  of 
this  information  is  that  most  of  the  terminations  during 
the  first  half  of  the  year  were  because  of  dismissals. 

An  indication  may  be  that  department  supervisors  are  giving 
more  concern  to  screening  new  employees  during  their  pro- 
bationary period  than  was  done  previously. 

Since  many  supervisors  have  given  employees  to  be  potentially 
dismissed  an  opportunity  to  resign,  statistics  do  not  ade- 
quately confirm  this  statement.   (Reference  is  made  to  Page  5> 
under  Reason  for  Turnover,  dismissed  during  probationary 
period  =  13  or  20.5%  of  all  terminations ) . 

2.  An  approximate  40$  increase  of  Civil  Service  Examinations 
Administered  (including  courtesy  examinations  for  other 
campuses ) . 

3.  Of  total  terminations  during  the  year,  only  20.6$  were 
from  employees  with  1  to  5  years  experience.  This  is  a 
decrease  of  almost  30$  when  compared  to  the  previous  year. 
(1958-59*  of  total  terminations,  50$  were  from  this  group). 
If  we  are  to  consider  our  most  valuable  employees  to  be 
those  with  one  or  more  years  of  experience  due  to  training, 
familiarity  of  general  university  operation,  this  decrease 
has  been  to  the  advantage  of  the  University. 
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Annual  Report  1959-60 


August  2,   I960 


k.     Thirty-two  percent  more  orders  have  been  processed  by 
Stenographic  Service.  Should  work  orders  continue  to 
increase,  it  will  be  necessary  to  review  our  charges 
with  intentions  of  giving  departments  a  reduction  in 
cost,   (increase  of  production  is  proportionate  to 
decrease  cost  of  operation). 

During  the  last  year  the  labor  market  has  been  adequate  not  only  to  supply 
our  vacancy  needs,  but  also  to  give  dej^artments  a  choice  of  several  ap- 
plicants. This  has  been  true  with  all  classifications,  except  stenographers. 

Resources  for  finding  applicants  included  (in  order  of  their  effectiveness) 
Newspaper  advertising;  Illinois  State  Employment  Service;  Employment  Agencies 
(free  to  applicant  and  employer);  High  schools  and  colleges;  present  em- 
ployees; other  Personnel  departments  (University  of  Chicago,  Chicago  Pro- 
fessional Colleges,  and  the  Division  of  Services  For  Crippled  Children); 
and  Employment  Agencies  (where  applicant  pays  fee). 

Labor  Relations  have  been  good.  There  seems  to  be  a  progressive  increase 
in  communications  between,  and  by,  department  heads,  business  agents  of 
unions  representing  our  employees,  channeled  through  the  Office  of  Nonacademic 
Personnel  at  Navy  Pier.  In  many  instances  problems  of  a  grievant  nature 
have  been  expedited  with  a  satisfactory  solution  tc  all  concerned,  and  in 
many  instances  never  precipitated  at  the  grievance  stage.  This  has  been 
possible  because  of  the  co-operation,  thorough  investigation,  and  willingness 
to  adopt  a  more  objective  approach  to  all  parties  concerned. 

In  summary,  I  would  say  that  the  areas  of  operation  indigenous  to  this  office 
have  been  satisfactory.  To  continue  an  operation  that  is  not  only  satis- 
factory, but  of  increasing  value  and  service  to  the  University,  it  is  hoped 
that  more  effort  can  be  exercised  in  training  and  orientation,  supervisory 
training,  employee  communications,  and  a  continued  search  for  increasing 
resources  for  recruiting  new  employees,  while  still  maintaining  low  turnover. 

This  being  the  annual  report  of  my  first  year  of  incumbency  as  Personnel 
Officer  for  the  Chicago  Undergraduate  Division,  I  would  be  derelict  in  my 
duty  if  I  did  not,  for  the  records,  extend  my  gratitude  to:  Executive  Dean 
Caveny  for  his  support  and  considerate  action  on  all  matters  pertaining  to 
the  Office  of  Nonacademic  Personnel;  Mrs.  Chiloro  for  her  proficient  service 
to  the  office,  and  for  the  courteous  and  businesslike  manner  extended  to  the 
public  and  departments --presenting  a  decorum  of  respect  of  this  office  to  the 
public;  Mr.  Adams,  Labor  Relations  Officer  for  his  orientation  and  help  in 
the  area  of  Labor  Relations;  Miss  Strueck,  Visiting  Nurse;  the  Stenographic 
Service  employees,  and  Deans,  Directors,  and  all  employees  of  the  Chicago 
Undergraduate  Division  for  the  courtesies,  help  and  cooperation  afforded  to 
me,  and  to  the  Office  of  Nonacademic  Personnel. 


<jt«.^A'  >c*^* 


LJV:hmc 
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UNIVERSITY  OF  ILLINOIS 

OFFICE  OF  NONACADEMIC  PERSONNEL 


August  15,  I960 


Mr,  Donald  E#  Dickason 

Director  of  Nonacademic  Personnel 

ANNUAL  REPORT 

Expansion  and  improvement  of  professional  service  is  the  goal  toward 
which  our  efforts  have  been  directed  during  1959-1960.  Coupled  with  our 
requests  for  urgently  needed  additional  professional  and  clerical  positions, 
a  formal  program  has  been  undertaken  for  the  purpose  of  making  the  best 
possible  use  of  presently  existing  professional  and  clerical  positions.  On 
June  lit,  I960  a  temporary  Personnel  Assistant  was  employed  for  the  purpose 
of  analyzing  and  recording  present  procedures.  On  August  15,  I960  this 
task  was  completed.  Evaluation  of  this  material  leads  me  to  believe  that 
because  of  cumbersome  and  unnecessarily  repetitive  procedures,  professional 
staff  members  are  seriously  hampered  in  operating  at  a  truly  professional 
and  effective  level.  He  are  now  embarking  on  a  planned  program  of  evaluation 
and  revision  of  methods  and  procedures  with  the  hope  that  by  January  of  1961 
the  program  will  be  completed. 

Additional  effort  has  been  expended  with  the  view  in  mind  of  devising 
employee  record  forms  for  personnel  transaction  forms  which  will  be  easier 
to  maintain  and  process.  Mrs.  Meiers,  Personnel  Officer,  and  Mrs.  Erickson, 
Clerk-Stenographer  III,  worked  with  representatives  of  the  Business  Office 
in  setting  up  the  procedure  whereby  Notices  of  Employment  for  people  in 
budgeted  positions  were  prepared  on  mechanical  equipment  available  in  the 
Business  Office.  This  mechanical  preparation  saved  many  hours  of  typing.  We 
plan  to  explore  this  area  more  intensely  to  see  if  other  necessary  functions 
such  as  preparation  of  I.D.  cards  can  also  be  done  mechanically.  The  Business 
Office  has  been  most  cooperative  in  this  and  other  matters  and  we  are  appre- 
ciative of  that  cooperation.  (As  the  year  ended,  we  had  reached  the  point  of 
requesting  bids  on  printing  of  the  necessary  forms.  He  are  hopeful  that  after 
the  records  and  the  procedures  have  been  changed  that  some  staff  time  will  be 
released  which  can  be  used  in  other  areas  vital  to  our  operation. ) 

The  year  1959-60  has  been  another  good  one  relative  to  our  ability  to 
fill  vacant  positions  promptly.  He  noted  that  1957-58  had  seen  the  reduction 
of  our  average  of  vacant  positions  from  131  to  about  30.  During  the  year 
just  past,  we  have  been  able  to  maintain,  if  not  improve,  upon  that  figure. 
There  will,  of  course,  always  be  some  vacancies  because  of  resignations  and 
dismissals  and  thus  the  figure  should  not  be  expected  to  reach  zero.  Trained 
Placement  Officers,  payment  of  competitive  salaries  and  utilization  of  those 
sources  of  applicants  which,  in  our  experience,  have  been  found  to  be  most 
productive,  are  all  responsible  for  maintenance  of  this  relatively  good 
vacancy  average. 

There  has  been  a  substantial  increase  in  both  the  number  and  quality  of 
salary  surveys  in  which  we  participate  enabling  us  to  approach  the  determina- 
tion and  adjustment  of  ranges  and  wages  on  the  basis  of  current  and  compre- 
hensive data.  Harry  Murphy  has  assumed  responsibility  for  securing  and 
evaluating  this  data. 
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Mr.  Donald  E.  Dickason 
Page  2- 

As  a  result  of  a  comment  relative  to  debt  complaints  which  we  had 
made  in  the  report  for  19!?  7 '-£8,  a  number  of  people  asked  for  additional 
information.  Among  them  was  the  editor  of  publications  for  Public  Personnel 
Association  who  asked  for  written  comments  for  inclusion  in  one  of  their 
periodicals.  Comments  were  supplied  which  were  carried  in  the  August  193>9 
issue  of  Personnel  Man,  The  program  of  counseling  debtors  has  been  time 
consuming  but  we  are  of  the  opinion  that  real  results  have  been  obtained 
through  assisting  those  in  difficulty  to  satisfy  their  obligations  and 
through  this  a  reduction  in  the  number  which  have  been  received. 

Considerable  attention  has  been  given  during  the  year  to  the  problem 
of  classification,  and  especially  so  in  the  clerical  group.  We  have 
attempted  to  review  all  clerical  positions  as  they  have  become  vacant. 
As  a  result,  3>0  or  more  jobs  in  that  group  have  been  reclassified  downward. 
This  has  given  us  a  more  realistic  and  meaningful  distribution  of  jobs  among 
the  five  levels  in  the  several  series.  Inasmuch  as  position  classification 
is  basic  to  many  of  our  functions,  we  plan  to  give  continuing  attention  to 
this  matter.  During  the  year,  you  appointed  a  committee,  of  which  I  am  a 
member,  to  review  specifications  for  the  clerical  classes  and  to  make  such 
recommendations  as  seemed  advisable.  As  a  result  of  that  assignment,  we 
have  prepared  a  number  of  materials  including  revised  specifications  which 
have  been  presented  to  the  committee  for  their  consideration.  We  are  pleased 
that  the  committee  adopted  virtually  all  the  recommendations  which  were  pre- 
sented. Miss  Loan  has  been  very  active  and  helpful  in  this  project.  We  are 
hopeful  that  in  the  coming  year  the  suggestions  which  we  have  made  will  be 
adopted  for  use  within  the  University  of  Illinois  as  well  as  by  the  other 
institutions  served  by  the  University  Civil  Service  System  of  Illinois. 

The  number  of  suspensions  issued  during  the  year  has  probably  reached 
an  all  time  high  for  this  campus.  I,  as  well  as  supervisors  in  operating 
departments  and  especially  those  in  Physical  Plant  Department  and  the  Nursing 
Department,  are  hopeful  that  suspensions  can  decrease  in  the  years  ahead.  It 
has  been  essential  in  the  opinion  of  several  supervisors  that  discipline  be 
tightened  and  that  abuses  of  such  things  as  dressing  time,  sick  leave,  coffee 
breaks,  and  similar  items  be  eliminated  insofar  as  possible.  Ttfien  the 
impression  is  gained  by  employees  that  the  University  is  entirely  fair  yet 
firm  in  its  personnel  policies,  there  will  probably  be  less  need  for  discipli- 
nary action.  In  my  opinion,  the  morale  of  supervisors  has  been  greatly 
improved  through  the  assistance  of  this  office  in  disciplinary  problems. 

At  the  request  of  Vice-President  Longenecker,  a  report  was  prepared 
showing  the  amount  If  sick  leave  taken  by  department  for  the  preceding  year. 
It  was  interesting  to  note  that  there  was  considerable  variation  in  the 
experience  of  the  various  departments  relative  to  the  use  of  disability  leave. 
We  expect  to  prepare  another  report  during  the  coming  year  which  can  be  used 
for  comparison  with  others  previously  prepared  and  for  use  in  discussing 
disability  benefits  use  with  departments  on  the  campus. 

Progress  during  the  past  year  has  not  been  as  rapid  in  all  areas  as  we 
had  hoped  it  would  be.  As  we  reflect  on  the  activities  of  that  year,  we 
can,  however,  note  some  improvement  and  we  trust  that  our  efficiency  aid 
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capacity  to  serve  the  employees  and  the  academic  and  service  departments  on 
this  campus  will  continue  to  improve  during  the  year  which  follows. 


George  F.  McGregor^  .1 
Associate  Director  ' 
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A  PERSONAL  NOTE: 

Many  years  ago  I  picked  up  a  small  book  with  a  worn  cover  entitled  "An  Essay 
on  Silence."  I  opened  the  book  and  found  it  was  made  up  of  blank  pages  without 
a  single  word  in  it  other  than  those  words  on  the  cover.  Much  of  the  time  of  a 
personnel  administrator  has  to  be  spent  in  listening  to  others.  Much  of  what  he 
learns  he  learns  when  he  keeps  silent  and  encourages  the  person  across  the 
desk  to  talk.  I  have  not  had  a  sufficient  amount  of  time  in  recent  years  either  to 
listen  or  to  consider  what  I  have  heard.  I  am  deeply  appreciative  of  the  fact  that 
the  President  has  approved  my  recent  request  to  be  relieved  of  my  duties  in  the 
administration  of  the  Urbana  Office  of  the  University  in  order  to  provide  a  little 
more  of  an  opportunity  for  listening  and  thinking  concerning  the  broader  aspects 
of  my  responsibilities.  Time  will  tell  how  effective  the  results  of  this  change 
will  be. 

D.E.D. 
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